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Board of County Commissioners

Leon County, Florida

Policy No. 03-15

Title Board-Appointed Advisory Committees: Establishment, Appointment,
Function, Operation, and Dissolution

Date Adopted: September 23, 2003

Effective Date:  September 23, 2003

Reference: .

Policy Superseded:

Florida Statute Chap. 112, Part 111, Code of Ethics for Public Officers and
Employees

Horida Statute Chap 119, Public Records

Florida Statute §286.011, Government-in-the-Sunshine Law

Leon County Board of County Commissioners (LCBCC)

Policy No. 03-05, Code of Ethics

No. 00-5, “Volunteer Boards and Committees’
No. 97-9, “Voting Conflicts on Boards, Committees, Councils, and

Authorities’

It shal be the policy of the Board of County Commissioners of Leon County, Florida, that a new policy
entitled “Board-Appointed Advisory Committees: Establishment, Appointment, Function, Operation,
and Dissolution” be hereby adopted, to wit:
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POLICY

1 Authority, Purpose, Intent, and Scope

a Authority: to the extent the Policy delegates any authority, it is so delegated to the County
Adminigretor.

b. Purpose: to establish apolicy and procedure to govern the establishment, gppointment,
function, operation, and dissolution of al Advisory Committees gppointed by the Board.

C. I ntent:

I. to efficently manage the resources available to Leon County by assuring thet all
Advisory Committees functioninthe most fiscally responsible manner and, whenno longer
needed, are dissolved as soon as practicable;

i. to assure that dl Advisory Committees gppointed by the Board comply with al
applicable Government-in-the-Sunshine, Public Records and Code of Ethics Laws, and

. to assure that al citizens, who volunteer ther time to serve on an Advisory
Committee, areprotected fromunknowingly committinganunlawful act by appointing them
only to gppropriate committees and providing them with a thorough Orientation.

d. Scope: governs dl Board-appointed Advisory Committees in existence on the Effective
Date of the Policy and to any Board-appointed Advisory Committees thereafter established; and
shdl not gpply to any committees or groups gppointed by, or under the delegation of, the County
Adminigrator under higher executive powers, duties, or responshilities as provided under the
Adminidgrative Code of Leon County, as may be amended from time to time, or any other
executive power provided under any other tatute, ordinance, or rule promulgated by federd, state,
or locd law.

2. Definitions
Thefallowing terms, when used in the Policy in their capitdized form, shal be defined asfollows:
a Advisory Committee: any board, Committee, or group previoudy or heresfter established
by the Board to provide input, advice, and/or recommendations regarding matters to be brought

before the Boardfor gpprova, and whichisidentified inits Enabling Resolutionas either a Decision
Making Committee or a Focus Group.
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b. Applicant: a person who is interested in serving on an Advisory Committee and who
is required to submit an Application, completed in accordance with the Policy.

C. Applicant Poal: the group of Applicantswhose Applications have been reviewed by Staff
for completeness, confirmation of resdency, and absence of any conflict, unable to be waived by
the Board, are considered digible for gppointment to Advisory Committees.

d. Application: theformto becompleted and submitted by those personsinterested in serving
on an Advisory Committee, other than those persons whose public positions are specificaly
identified by statute, code, rule, policy, or other sate, federd, or loca law as a required member
of the Advisory Committee as identified in such law. For example, the Chairman of the Board of
County Commissioners, the Secretary of the Department of Transportation, or the President of
Florida State Universty, provided, however, that persons who are identified in such laws only
through their occupation, for example a building contractor or ared estate broker, are not exempt
from the gpplication process.

e Board: the Leon County Board of County Commissioners.

f. Committee Request Form: the form to be submitted by amember of the Board interested
in establishing an Advisory Committee.

s} County: Leon County, Florida.

h. Decison Making Committee: an Advisory Committee intended to become part of the
Board’ sdecison-making process by virtue of directionin its Enabling Resolutionto provideto the
Board recommendations regarding metters to be considered for Board approval. A Decision
Making Committee conducts its meetings under the direction of a Chairperson, with Staff acting
only in arole of facilitator; operates under Bylawsapproved by the County Administrator and the
County Attorney; considersdternatives and narrowsor eiminatesoptionsfor Board congderation;
and conducts a vote to either make its fina recommendations to the Board as directed in its
Bylaws, or make a find binding decison without returning to the Board, based on authority
delegated by statute, code, rule, palicy, or other state, federal, or local law - because of the vating
requirement strongly discourages the gppointment of Stakeholders as members.

I. Enabling Resolution: the Resolution adopted by the Board, pursuant to the procedures set

forth herein, which authorizes the creation of an Advisory Committee and which establishes the
Advisory Committee as either a Decison Making Committee or a Focus Group.
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B Focus Group: an Advisory Committee not intended to become part of the Board's
decison-making process, but rather is intended, by virtue of its Enabling Resolution, to merdy
provide a fact-finding source of community input and technical resources for use by Staff in
developing a Staff recommendation regarding a matter to be considered for Board approval. A
Focus Group conducts its meetings under the direction of Staff, provides collective input to Staff
through individua comments of the Focus Group members, has no need for Bylaws, takesno vote
asagroup and, therefore, appointment of Stakeholders asmembersdoes not present a conflict of
interest.

k. Lobbying: influencing or attempting to influencelegidaive or quas-judicid action or non-
actionthrough oral or writtencommunication, or an attempt to obtain the goodwill of amember of
the Board, amember of a quas-judicia board, a member of an Advisory Committee, a County
Commission aide, the County Adminigrator, the County Attorney, the Assgstant County
Adminigrator, a Group Director, the Director of Purchasing, the Chief Building I nspector, or other
employees who have binding adminigrative authority.

l. Lobbyigt: any of the following persons:

I. any natura person who, for compensation, seeks, or sought during the preceding
twelve months, to influencethe governmental decison-making of areporting individua or
procurement employee or his or her agency or seeks, or sought during the preceding
twelve months, to encourage the passage, defeat, or modification of any proposal or
recommendationby thereporting individud or procurement employee or hisor her agency;

i. any person who is employed and receives payment, or who contracts for
economic condderdtion, for the purpose of Lobbying, or a person who is principaly
employed for governmenta affairs by another person or governmenta entity for the
purpose of Lobbying on behdf of that other person or governmentd entity; or

il a person who regigters with the Clerk to the Board as a Lobbyist pursuant to
Section 8 of LCBCC Policy No. 03-05, Code of Ethics.

m. Modd Bylaws the Board-gpproved Bylaws template which includes the provisions
gpplicable to every Decison Making Committee, and which are used asthe basis for drafting the
Bylaws to govern the function and operation of a Decison Making Committee.

n Model Rules of Procedure: the Board-approved Rules of Procedure template which

includes the provisions applicable to every Focus Group and which are used as the basis for
drafting the Rules of Procedures to govern the function and operation of a Focus Group.
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0. Orientetion: the Board-approved program intended to educate Applicants, Board
members, and Staff about the gpplicability of the Government-In-The-Sunshine Laws, Code
of Ethics Laws, and Public Records Laws to Advisory Committees.

p. Saff: any individua (s) employed by the Leon County Board of County Commissioners.

g. Staff Support Person: the member of Staff assigned by the County Adminigtrator to assst
anAdvisory Committee in carrying out the Board directionas set forthinthe Enabling Resolution.

r. Stakeholder: an Applicant that would be potentially subject to an unusudly high number
of vating conflicts under Fla. Stat. 8112.3143, including any of the following persons:

I. a person to whom would inure a specia private gan or loss by virtue of Board
action taken on a matter for which an Advisory Committee was established;

. a person with a rdative to whom would inure a specid private gain or loss by
virtue of Board action taken on a matter for which an Advisory Committee was
established; for purposesof thissubsection, theterm“relative’ includesany father, mother,
son, daughter, husband, wife, brother, sigter, father-in-law, mother-in-law, son-in-law, or
daughter-in-law;

. a person with a business associate to whom would inure a specid private gain or
loss by virtue of Board action taken on a matter for which an Advisory Committee was
established;

V. aperson who isretained by any principa to whom he or she knows would inure
a specid private gain or loss by virtue of Board action taken on a matter for which an
Advisory Committee was established; or

V. aperson who is retained by any parent organization or subsidiary of a corporate
principa, other than an agency as defined in Fla. Stat. 8112.312(2), to which he or she
knows would inure a specid private gain or loss by virtue of Board action taken on a
matter for which an Advisory Committee was established.
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a

Responsible Departments

County Adminitrator: shal be responsible for the implementation and compliance of the

Policy, and shdl be charged withthe following respongihilitiesto be carried out inaccordance with
the Palicy:

b.

I. developing and implementing the gpplication process,

i. developing and implementing a process for the selection and appointment of
members to Advisory Committees;

. developing and implementing an Orientation program;
V. assuring that dl Advisory Committees are properly functioning and operating; and

V. developing and implementing a centrdized custodia system for retaining minutes
and bylaws of Advisory Committees.

County Attorney: shdl be responsble for providing any lega guidance necessary for the

County Adminigtrator to carry out hisher responsibilities under the Policy.

a

Creation of Applicant Pool for Advisory Committees

Application Form

I. The County Administrator shal develop and maintain an Application in aformto
be approved by the Board.

i. The Application shdl include, but not be limited to:
(1) aninquiry sufficent to establishthe Applicant’ s experience, qudifications, and
interests for the purpose of determining for which Advisory Committees the
Applicant would be best suited;
(2) an inquiry sufficent to establish whether the Applicant would be a potentia

Stakeholder on any Advisory Committee or would otherwise be subject to an
unusudly high number of voting conflicts on any Advisory Committee;
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(3) an inquiry sufficient to establish whether the Applicant, if appointed to an
Advisory Committee, would be subject to the requirements of the Code of Ethics
for “doing busnesswithone sagency” under Fla. Stat. §112.313(3) and LCBCC
Policy No. 03-05 86(11) and/or having a “conflicting employment or contractua
relaionship” under Fla. Stat. §112.313(7) and LCBCC PolicyNo.03-0586(V1);

(4) aninquiry sufficient to establish whether the Applicant isa Lobbyit;

(5) an inquiry sufficient to confirm that the Applicant has completed Orientation;
(6) aninquiry aufficent to confirmthat the Applicant isaresident of Leon County;
(7) ancticeto the Applicant, set off in bold typeface in afont size dightly larger
than the surrounding text, which will inform the Applicant of hisher obligation, if
appointed to an Advisory Committee, to follow the applicable Sunshine Laws,
Code of Ethics, and Public Records Laws, and of the conseguences of violating
the applicable law induding crimind penalties, civil fines, and the voiding of any
subsequent Board action; and

(8) a space designated for written comments by Staff sufficdent in 9ze to make
notations in accordance with Sections 4.b and 6.b herein.

b. Prdiminary Application Review:

I. the County Adminidtrator, or hisher designee, shdl review al Applications and
note in the designated space on the Application the following:

(2) the printed name and signature of the Staff person reviewing the Application;

(2) confirmation that the Applicant has completed dl applicable sections of the
Application;

(3) confirmation that the Applicant is aresident of Leon County; and
i. inthe event that any Application isfound to be incomplete, or that any Applicant
is found to not be a resdent of Leon County, the Application shdl be returned to the
Applicant natifying him/her of such deficiency in the Application.
i. upon confirmation that the Application is complete and that the Applicant is a

resdent of Leon County, the Application shdl be legibly stamped “Prdiminary Review
Approved.”
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V. upon being stamped “Preliminary Review Approved,” a copy of the Application
may be forwarded to other departments for further review if the information on the
Application indicates that the Applicant would be a candidate for a specific Advisory
Committee requiring more information than that provided on the Application.

C. Applicant Pool: Applications shdl be included in the Applicant Pool only upon being
samped “Preliminary Review Approved” in accordance with Section 4.b.iii herein.

5. Establishment of Advisory Committees

Any and dl Advisory Committees to be formed on or &fter the Effective Date of the Policy shall
be established only asfollows:

a Who May Request: an Advisory Committee may be established only upon the request of
any member of the Board, the County Adminigtrator, or the County Attorney.

b. How Requestis Made: arequest to establish an Advisory Committee shall be made only
asfollows

I the requesting Board member shdl, when time permits, complete a Committee
Request Form and submit it to the Chairpersonof the Board in time for the request to be
placed on the agenda for the next regularly scheduled meeting of the Board; or

. when time does not permit, the requesting Board member shdl, no later than two
days after the Board gpproves the establishment of the requested Advisory Committee,
complete a Committee Request Form and ddliver it to the County Administrator.

C. How Request is Approved: upon review and consderation by the Board of the request
to establish an Advisory Committee, suchrequest may be approved only by amgority vote of the
Board;

d. When Appointments are Made: upon Board approva for the establishment of the
requested Advisory Committee, the County Administrator shal, as soon as reasonably possible,
coordinate a Board agendaitem for the gppointment of the selected Applicants to the approved
Advisory Committee in accordance with Section 6 herein; such Board gppointments shall be
seected only from the Applicantsincluded in the Applicant Pool.

e EnablingResolution: upon Board approval for the establishment of the requested Advisory
Committee, the County Adminigtrator shal, as soonas reasonably possible, coordinate an agenda
item for the Board's adoption of the Enabling Resolution establishing the approved Advisory
Committee; the Enabling Resolution shdll, to the extent possible, be based on the information
provided in the Committee Request Form and shdl include, but not be limited to, the following:
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I identificationof the Advisory Committee as either a Decison Making Committee
or a Focus Group;

i. a statement of the purpose, function, gods, and respongbilities of the Advisory
Committee;

. the configuration of the membership of the Advisory Committee which, unless
precluded by state, federd, or loca law, shdl be determined by the Board, a its
discretion;

V. agatement indicating whether the members of the Advisory Committee shdl be
subject to full and public disclosure of financid interedts,

V. identification of the Staff assigned to assist the Advisory Committee, as needed;
and

Vi. identification of a date, or an occurrence of an event, after which the Advisory
Committeewill dissolve unless otherwise continued with Board agpprova prior to the date
of dissolution.

6. Appointment of Membersto Advisory Committees

a Assgnment of Staff Support Person: each Advisory Committee shdl have aStaff Support
Person assigned by the County Administrator;

b. Review of Applicant Poal: In the event of aneed for gppointments of membersto an
Advisory Committee, the County Administrator and the County Attorney shall each
designate amember of their Staff to work with the Staff Support Personto collectively review
the Applicaionsin the Applicant Pool and make notations on the Applications of the following
information for the Board' s congideration in making selections for appointments.

I. any indications of experience or qudifications that would be wdl-suited for this
particular Advisory Committeeor any specific desire to serve on this particular, or smilar
type, Advisory Committee;

i. any indications that would preclude the Applicant from serving on this particular
Advisory Committee under any statute, code, rule, policy, or other state, federal, or loca
law;

i. any indications that the Applicant would be considered a Stakeholder with regard
to the matter for which this particular Advisory Committee was established, or any other
indications that would potentialy result in the Applicant having an unusudly high number
of voting conflicts under Fla. Stat. §112.3143;
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C.

V. any indications under whichthe Applicant would be considered as* doing business
with on€ s agency” under Fla. Stat. §112.313(3) and LCBCC Policy No. 03-05 86(11)
and/or having a “conflicting employment or contractual relationship” under Fla Stat.
§112.313(7) and LCBCC Policy No. 03-05 86(VI); in the event either of these
circumstancesisfound, it shdl be noted that these conflictsmay be waived by atwo-thirds
vote of the Board pursuant to Fla. Stat. §112.313(12);

V. any indications that the Applicant would be considered aL obbyist, withregard to
the matter for which this particular Advisory Committee was established; and

Vi. any other comments deemed appropriate to bring to the Board' s attention.

Sdlection of Applicants by Each Board Member: upon review of the Applicant Pool in

accordance with Section 6.b herein, the County Adminigtrator shal coordinate the sdlection of
Applicants asfollows:

d.

I the ligt of names in the Applicant Pool avallable for sdectionshdl be provided to
each Board member dongwithadeadline for the sdection; the list of namesshdl contain
the information compiled in accordance with Section 6.b herein;

. uponrecei pt of each of the Board members' selections, the maiter shal be placed,
as soonas reasonably possible, on the Board' s agenda for appointment of eachsdection
to the Advisory Committee; and

. no selection shdl be made other than from the lig of names provided by the
County Adminigtrator in accordance with the Policy.

Appointment of Members by Full Board: the selection of Applicants by each Board

member, inaccordance with Section 6.¢ herein, shdl be approved by amgority vote of the Board.

7. Orientation

a

Prdiminary Matters. the Staff Support Person shal be respongible to assurethat, prior to

any participation by anewly appointed Advisory Committee member, the member has completed
Orientation.

b.

Avallability to Applicants the County Administrator shall assure that the Orientation

program is made available to dl Applicants in an easly accessble manner; formats of the
Orientationmay includealive presentation format, an internet format, ahard copy booklet formét,
an audio or video format, or any other means deemed appropriate by the County Administrator.
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C.

Subgtance of Orientation: the County Administrator, in conjunction with the County

Attorney, or their designees, shdl develop, implement, and maintain an orientation programwhich
ghdl include, but not be limited to, the following subject maiter:

d.

I. basic introduction to the following applicable laws:
(1) Government-In-The-Sunshine Law; Fla. Stat. §286.011

(2) Code of Ethicsfor Public Officers and Employees, Fla. Stat. Chapter 112,
Part 111

(3) Public Records Law; Fla. Stat. Chapter 119

i. an explanation of how the gpplicable lawvs will generdly affect the members of an
Advisory Committes;

. an explanationdiginguishing the respongihilitiesand legd obligations of a member
of a Decison Making Committee as opposed to a member of a Focus Group;

V. an explanation of the consequences of violating the gpplicable laws including, but
not limited to, the following:

(1) crimind penalties, induding imprisonment and fines, for knowingly violatingthe
Government-In-The-Sunshine Laws,

(2) avil finesand remova from the Advisory Committeefor violaing the Code of
Ethics Laws, and

(3) nulificationof work of anAdvisory Committee, resulting from potentia voiding
of Board action, after violations of either the Government-In-The-Sunshine Laws
or Code of Ethics Laws.

V. a brief question and answer portion intended only to give typica examples of
various violations of the applicable laws, dthough the question and answer portion shdl
be completed, it shdl not be intended as a pass or fail mechanism.

Persons Required to Complete Orientation: within a reasonably possible time after the

Effective Date of the Policy, the following persons shdl have completed Orientation:

I. al Applicantsand/or any newly appointed Advisory Committee member who has
not completed Orientation within the past year;
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. al members of Advisory Committees in existence on the Effective Date of the
Policy;

il al Board members;

V. the County Adminigtrator and dl Senior Management Staff;

V. the County Attorney and al Assstant County Attorneys;

Vi. al members of Staff gppointed as a Staff Support Person.
e. Updates and Revisionsto Orientation:  the County Adminigtretor, in conjunction with the
County Attorney, or their designees, shal be respongble for updating and revisng the Orientation,
as necessary, to reflect any changesin the gpplicable laws.

8. Focus Groups - Function and Operation

a Model Rules of Procedure: the County Adminigtrator, in conjunction with the County
Attorney, or their designees, shdl develop and maintain aMode Rules of Procedure which shdl

govern the function and operation of a Focus Group.

b. Staff Respongihility: upon the adoption of an Enabling Resol ution identifying the Advisory
Committee as a Focus Group, the Staff Support Person shall be respongible for the following:

I. drafting Rules of Procedure for the Focus Group, using the Modd Rules of
Procedure as a basis, and assuring that the Rules of Procedure are approved by the
County Adminigtrator and County Attorney for procedura consistency before the first
mesting of the Focus Group; the Rulesof Procedurefor the Focus Group shall not deviate
fromthe provisons of the Modd Rules of Procedure unless suchdeviations are approved
by the County Administrator and the County Attorney;

i. at or before the firs medting, providing a copy of the Rules of Procedureto dll
members of the Focus Group;

il coordinating and providing Staff assistance, as necessary, for the mestings of the
Focus Group;

V. conducting, on behdf of the Board, each meeting of the Focus Group;

V. assuring that dl members of the Focus Group have completed Orientation before
being dlowed to participate in any meseting of the Focus Group;
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Vi. assuring that the Focus Group functions and operatesinaccordance withthe Rules
of Procedure for the Focus Group and the Enabling Resolution;

Vil. natifying the County Adminidrator and the County Attorney, as soon as
reasonably possible, of any violations of any law gpplicable to the Focus Group;

vii.  natifying the County Adminigtrator of any other problems encountered with the
function and operation of the Focus Group;

IX. preparing an agendaitem, as necessary, to advisethe Board of the collective input
from the individud members of the Focus Group with regard to the matter for which the
Focus Group was established; and

X. assuring that the Focus Group is dissolved in accordance with Section 10 herein.
0. Decision Making Committees - Function and Operation

a Model Bylaws the County Adminidrator, in conjunction with the County Attorney, or
their designees, shdl develop and maintain aModd Bylaws which shdl govern the function and
operation of a Decison Making Committee to include, but not be limited to, attendance
requirements and procedures for replacement of members when appropriate.

b. Staff Respongihility: upon the adoption of an Enabling Resol ution identifying the Advisory
Committee as a Decis onMaking Committee, the Staff Support Person shdl be responsible for the
fallowing:

I. drafting Bylaws for the Decison Making Committee, usng the Modd Bylaws as
a basis, and assuring that the Bylaws are approved by the County Administrator and
County Attorney for procedura consistency before the first meeting of the Decision
Making Committee; the Bylawsfor the Decison Making Committeeshall not deviatefrom
the provisons of the Model Bylaws unless such deviations are approved by the County
Adminigrator and the County Attorney;

. at or beforethe firs meeting, providing acopy of the Bylawsto dl membersof the
Decison Making Committee;

i. coordinating and providing Staff assistance, as necessary, for the meetings of the
Decison Making Committee;

V. assuring that dl members of the Decison Making Committee have completed
Orientation before being dlowed to participate in any meeting of the Decison Making
Committee;
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10.

V. assuring that reasonable notice to the public is given for each meding of the
Decison Making Committee;

Vi. assuring that, at the first meeting of the Decis on Making Committee, a Chairperson
is eected and that the Bylaws are adopted by the Decison Making Committee;

Vil. assuring that a copy of the adopted Bylaws s provided to the Bylaws custodian
as designated by the County Adminigtrator;

viii.  assuring that minutes of each medting of the Decison Making Committee are
prepared as soon as reasonably possible after each meeting, and copies of such minutes
are provided to the minutes custodian as designated by the County Administrator;

iX. asuring that the Decison Making Committee functions and operates in
accordance with the Bylaws for the Decison Making Committee and the Enabling
Resolution;

X. natifying the County Administrator and the County Attorney assoon as reasonably
possible of any violations of any law applicable to the Decison Making Committee;

Xi. natifying the County Adminigtrator of any other problems encountered with the
function and operation of the Decison Making Committee;

Xii. preparing an agenda item, as necessary, to advise the Board of the
recommendations of the Decision Making Committee withregard to the matter for which
the Decison Making Committee was established; and

Xii.  assuring that the Decison Making Committee is dissolved in accordance with
Section 10 herein.

Dissolution of Advisory Committees

No later than thirty (30) days prior to the date, or the occurrence of the event, after which the
Advisory Committee is directed to be dissolved as directed in the Enabling Resolution, the Staff
Support Person shdl inform the County Administrator, by e-mail or written memorandum, as to
whether the Advisory Committee will require additional time in which to accomplishthe goals and
directives set forth in the Enabling Resolution.  In the event additiond time is required, the Staff
Support Person will be respongble for seeking the Board's approval for additional time. If
additional timeis not required, the Staff Support Personshal, uponthe completionof the gods and
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directives in the Enabling Resolution, notify the County Adminigtrator, by e-mail or written
memorandum, of such completion and the Advisory Committee shal thereupon be dissolved.
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